
 
 MICHIGAN DEPARTMENT OF EDUCATION 
 
 PUPIL ACCOUNTING MANUAL 
 
 Table of Contents 
 
Section Topic Page 
 

1  Required Documentation 1-1 
District Level Requirements 1-1 

District or Building/Program Calendar 1-1 
Attendance Policy 1-1 
Graduation Requirements 1-1 
List of Approved Classes 1-1 
Records Retention 1-1 

Building/Program Level Requirements 1-2 
Building/Program Schedules 1-2 
Building/Program Alpha List 1-2 
Non-Traditional (Non-Conventional) Pupils 1-2 
Attendance Records 1-3 
Excused Absence Documentation 1-5 

Individual Pupil Level Requirements 1-5 
Enrollment Records 1-5 
Class Schedules 1-6 

Regulatory References 1-7 
  

2  Hours of Pupil Instruction 2-1 
District, Building or Program Calendar 2-1 

A District Wide Calendar (definition) 2-1 
Individual Building or Program Calendar (definition) 2-1 
Cluster of Buildings or Programs Calendar (definition) 2-1 

Hours of Pupil Instruction 2-2 
75% Attendance Requirements 2-5 
Counting Professional Development Time 2-6 
Regulatory References 2-6 

 
     3  Pupil Membership Count Requirements 3-1 

Count Days 3-1 
Pupil Eligibility Requirements for Membership Purposes 3-1 

Pupil Enrollment 3-1 
Pupil Age Requirement 3-1 
Verification of Identity and Age 3-2 
Pupil Residency 3-2 

 
Revised  08/04  

 

 



Michigan Department of Education 
Pupil Accounting Manual 
 

 
Class Schedule 3-3 
Pupil Attendance 3-3 

Regulatory References 3-4 
 
     4  Pupil Residency 4-1 

Resident Pupils (definition) 4-1 
Nonresident Pupils (definition) 4-2 

District of Residence Approval Not Required 4-2 
District of Residence Approval Is Required 4-6 

Regulatory References 4-6 
 
     5  Non-Conventional Pupils 5-1 

5A - Alternative Education Program 5A-1 
Days and Clock Hours of Pupil Instruction 5A-1 
Pupil Eligibility 5A-1 
Regulatory References 5A-5 

5B - Cooperative Education Programs 5B-1 
Cooperative Programs 5B-1 
Counting the FTE 5B-3 
Travel Waivers for Cooperative Education Pupils 5B-4 
Regulatory References 5B-5 

5C - Home Based 5C-1 
Expelled Under Local District Policy 5C-1 
Expelled Under Mandatory Expulsion Laws 5C-1 
Regulatory References  5C-2 

5D - Homebound/Hospitalized 5D-1 
School District's Responsibilities 5D-1 
Requirements for Counting Membership 5D-2 
Nonpublic Pupils 5D-3 
Regulatory References 5D-3 

5E - Nonpublic Part-Time Pupils and Home Schooled 5E-1 
Requirements for Enrollment 5E-1 
Educational Site 5E-2 
Calculating the FTE 5E-2 
Ineligible FTE for Nonpublic Nonessential Courses 5E-3 
Regulatory References 5E-3 

5F - Part-Time Pupils 5F-1 
Definition 5F-1 
Requirements for Counting Membership 5F-1 
Regulatory Reference 5F-1  

 
Revised  08/04  

 



Michigan Department of Education 
Pupil Accounting Manual 
 

 
 

 
 

5G - Postsecondary (Dual) Enrollment  5G-1 
Legislative Requirements vs. District Options 5G-1 
Requirements for Counting Membership 5G-2 
Postsecondary Enrollment or Career Technical Preparation  
Programs Not Countable 5G-3 
How to Count the FTE for a Dually Enrolled Pupil 5G-4 
Regulatory References 5G-6 

5H - Reduced-Schedule Pupils Definitions 5H-1 
Requirements for Counting Membership 5H-1 
Pupils Ineligible for Reduced Schedule 5H-1 
Regulatory References 5H-2 

5I - Section 105 and 105c Schools of Choice Pupils 5I-1 
Pre-enrollment Requirements of the District 5I-1 
Other Specific Regulations Under Sections 105 and 105c  5I-2 
Eligibility to Count the Nonresident Pupil for Membership 5I-3 
Regulatory References 5I-4 

5J - ISD Schools of Choice or Former 91 or 91a 5J-1 
5K - Special Education Early Childhood Programs and Services 5K-1 

Requirements for Counting Membership 5K-1 
Regulatory References 5K-3 

5L - Special Education Pupil Transition Services 5L-1 
Transition Services That Do Not Generate Pupil Membership 
Counts 5L-1 
Transition Services That Generate Pupil 
Membership Counts 5L-1 
Requirements for Counting Membership    5L-2 
Regulatory References     5L-3 

5M - Split-Schedule Pupils 5M-1 
Requirements for Counting Membership    5M-1 
Regulatory Reference 5M-1 

5N - Suspension and Expulsion 5N-1 
Types of Suspensions and Expulsions 5N-1 
Membership Eligibility for Suspended and Expelled Pupils 5N-4 
Regulatory References 5N-6 

5O - Michigan Virtual High School and Distance Learning 5O-1 
Requirements for Counting Membership 5O-1 
Regulatory References 5O-3 

 
Revised  08/04  

 



Michigan Department of Education 
Pupil Accounting Manual 
 

5P – Pupils In Work-Based Education Programs 5P-1 
Types of Work-Based Learning Programs 5P-1 
Paid Student Learner with Training Plan 5P-1 
 
Unpaid Student Learner (Trainee) with Training Plan 5P-5 
How to Calculate FTE for Pupils in Work-Based Learning 5P-9   
Definition of Terms 5P-11 
Regulatory References 5P-15 

5P Attachment- Overview of Work-Based Learning Programs 5P-Attachment 
   

 
Appendices  

 
A Glossary of Terms   A-1 

 

 
Revised  08/04  

 


